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This job aid is intended to be used for training purposes. The images provided in this job aid 

contain test data and are not true business scenarios but are intended to provide visual reference 

of how the screens will appear. 

1.0 Overview 

The Medi-Cal Rx Finance Portal allows users to maintain claim payment methods (paper check 

vs. Electronic Funds Transfer [EFT]) via the EFT tab, to maintain remittance advice (RA) format 

preferences (Electronic Data Interchange [EDI] 835 vs. Paper/PDF) via the Electronic 

Remittance Advice (ERA) tab, and to view and download files and documents once posted. The 

Delegated Administrator (Del Admin) can grant access to the Medi-Cal Rx Finance Portal for 

Standard Users working on their behalf by assigning role permissions within the User 

Administration Console (UAC). 

 

 

• The functionality available to a given user depends 

on the permissions granted by the Del Admin. 
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2.0 Registration Process 

A Del Admin must be registered to access the Medi-Cal Rx Finance Portal. To register, follow 

the process described in the User Administration Console (UAC) Quick Start Guide. The Del 

Admin can then grant either full access (Finance Portal Full Access) or 835 File Access to 

Standard Users. See the table below.  

Application Role Title Access 

Medi-Cal Rx 

Finance 

Portal 

Finance Portal 

Full Access 

Finance Portal Full Access: Grants full access to view and 

edit EFTs and ERAs as well as Document Search. Includes 

835 and RA, and 2022 1099s will be available in January 

2023.  

835 File Access 835 File Access: Grants access to Document Search ONLY, 

which includes searching for 835, RA, and 2022 1099s will 

be available in January 2023.  

Users can also reach out to the Medi-Cal Rx Education and Outreach team at 

MediCalRxEducationOutreach@magellanhealth.com for registration assistance.  

3.0 Logging in to the Medi-Cal Rx Finance Portal 

Once registered with a user ID and password, users can log in to the Medi-Cal Rx Finance 

Portal by following the instructions below: 

1. Access the Medi-Cal Rx Web Portal. 

2. Select the Provider Portal icon. See Figure 3.0-1. 

https://medi-calrx.dhcs.ca.gov/cms/medicalrx/static-assets/documents/education-and-outreach/2020.10_EOT_Medi-Cal_Rx_New_Registration_Quick_Start_Job_Aid_v1.1_10.21.2020.pdf
mailto:MediCalRxEducationOutreach@magellanhealth.com
https://medi-calrx.dhcs.ca.gov/home
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Figure 3.0-1: Medi-Cal Rx Web Portal – Provider Portal Icon 

3. Click the Log In button. See Figure 3.0-2. 

 

Figure 3.0-2: Medi-Cal Rx Provider Portal – Log In 

4. Enter the email address with which you registered and the password sent to you during the 

registration process. See Figure 3.0-3. 
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Figure 3.0-3: Log In 

5. Click the Log In button. 

6. Select the Finance Portal link from the menu on the left side of the page. See Figure 3.0-4. 

 

Figure 3.0-4: Medi-Cal Rx Secured Provider Portal 

7. This will take you to the Medi-Cal Rx Finance Portal. See Figure 3.0-5. 
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Figure 3.0-5: Medi-Cal Rx Finance Portal  
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4.0 Maintain Payment Method (EFT or Paper Check) 

Activities Within the Medi-Cal Rx Finance Portal 

After a user signs in to the Medi-Cal Rx Finance Portal, they can complete the following 

activities related to EFT.  

1. Set Up EFT. 

2. View EFT Submission. 

3. Change or Cancel EFT. 

 

 

• Pharmacies that are not signed up for electronic 

payment will receive a paper check mailed to the 

Pay To address on file with Medi-Cal Rx. 

 

4.1 Set Up EFT 

Users with "Finance Portal Full Access” are able to use the Medi-Cal Rx Finance Portal to set up 

an Automated Clearing House (ACH) EFT record to receive their payment electronically. Below 

are instructions to set up an EFT record.  

1. Log in to the Medi-Cal Rx Finance Portal by following the steps in the Logging in to the 

Medi-Cal Rx Finance Portal section of this document. 

2. Select the EFT option. There are three sections that need to be filled out. 

a. EFT Provider Information 

b. EFT Financial Institution Information 

c. EFT Submission Information 

3. National Provider Identifiers (NPIs) that are not associated with a chain are listed in the EFT 

Provider Information section. See Figure 4.1-1. 
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Figure 4.1-1: EFT Provider Information – Not Associated with a Chain 

 

 

• Chain pharmacies can click the View NPIs button 

to view and select from all associated NPIs in the 

EFT Provider Information section. See Figure 4.1-2. 

 

 

Figure 4.1-2: EFT Provider Information – Chains 
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4. Select the Select All link at the top of the left-hand column to select all NPIs or select the 

check box next to one or more individual NPIs for which you want to set up EFT. Note that 

using the Select All link will select all returned NPIs, not only those currently showing on 

the screen. See Figure 4.1-3.  

 

 

• You can select the View Listing button to collapse 

the list and return to the Chain ID. See Figure 4.1-3. 

 

 

Figure 4.1-3: EFT View NPIs Screen 

5. In the EFT Financial Institution Information section, fill out all the required fields. 

Required fields are indicated by a red asterisk (*) as shown in Figure 4.1-4. 

a. Note: Hovering the mouse over the (?) next to each field will provide guidelines for 

the field. 
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Figure 4.1-4: EFT Financial Institution Information 

6. Fill out all required fields in the EFT Submission Information section. See Figure 4.1-5. 

 

Figure 4.1-5: EFT Submission Information 

7. Click the certification and authorization check box. 

8. Click Submit to submit the EFT request. 

9. With successful submission, you will get the message shown in Figure 4.1-6. Click the Ok 

button to return to the EFT View Submissions screen. 

 

Figure 4.1-6: Successfully Saved 
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10. If one or more fields are incorrectly entered, the fields turn red, and a Validation Failure 

message appears upon submission. You will need to check the form, make the necessary 

corrections, and then resubmit.  

 

 

• Submission of an EFT request is expected to be 

complete in 3-5 business days. A user will know 

that a request is effective once the record 

associated with the request is in an Approved 

status in the EFT Submissions View.  

• Once approved, EFTs can take up to 30 calendar 

days to take effect in the Medi-Cal Rx checkwrite, 

dependent upon the timing of the approval in 

relation to the phase of the Medi-Cal Rx 

checkwrite cycle. 

 

4.2 View EFT Submissions 

Users with “Finance Portal Full Access” can view their EFT submissions in the View Submissions 

section of the Medi-Cal Rx Finance Portal. The View Submissions screen lists each EFT 

submission and indicates which submissions have been approved, canceled, or changed based 

on the transaction requests.  

1. Log in to the Medi-Cal Rx Finance Portal by following the steps in the Logging in to the 

Medi-Cal Rx Finance Portal section of this document. 

2. Select the View Submissions option. The entries for each submission show the 

information entered by the user or account owner. The screen also shows the status of 

each submission. See Figure 4.2-1. 
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Figure 4.2-1: View Submissions 

3. A user can select the EFT tab to view the submissions and their status. By selecting the 

radio button in the Submission ID bar for a given submission, the user can change or 

cancel the submission as described in Section 4.3 below.  

4.3 Change or Cancel EFT 

Users with “Finance Portal Full Access” can make a change to or cancel an EFT submission after 

a request has been submitted. However, there are certain statuses that cannot be changed or 

canceled as described in the table below. Use the following steps to change or cancel an EFT 

submission. Once approved, EFTs can take up to 30 calendar days to take effect in the 

Medi-Cal Rx checkwrite dependent upon the timing of the approval in relation to the phase of 

the Medi-Cal Rx checkwrite cycle. 

1. Log in to the Medi-Cal Rx Finance Portal by following the steps in the Logging in to the 

Medi-Cal Rx Finance Portal section of this document. 

2. Select the View Submissions option. This displays a list of submissions that have been 

entered by the user or account owner. See Figure 4.3-1. 
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Figure 4.3-1: View Submissions – EFT Tab 

3. On the EFT tab, the Action and Status that appear for each submission determine whether 

you can cancel or change the submission as described in the table below. 

Action Status Description 

SUBMIT Submitted User can change or cancel the submission. 

SUBMIT Pending User cannot change or cancel as the submission is awaiting a 

response to the request from the bank. 

SUBMIT Approved User can change or cancel the submission. The prenote has 

been approved by the financial institution. 

SUBMIT Rejected User cannot change or cancel the submission and must submit a 

corrected record as a new request. 

CHANGE Submitted User can change or cancel the submission. 

CHANGE Pending User cannot change or cancel as the submission is awaiting a 

response to the request from the bank. 

CHANGE Approved User can change or cancel the submission. The prenote has 

been approved by the financial institution. 
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Action Status Description 

CHANGE Rejected User cannot change or cancel the submission and must submit a 

corrected record as a new request. 

CANCEL Approved User cannot change or cancel the submission. 

4. Select the radio button in the Submission ID header for the submission you want to 

change or cancel. See Figure 4.3-2.  

 

Figure 4.3-2: View Submissions – EFT Tab 

5. In this example, the entry is in a Submitted status. When the radio button is selected, the 

Cancel and Change buttons become available. This indicates that you can make changes 

to or cancel the submission record. If the Cancel and Change buttons remain grayed out, 

it means you cannot make any updates to this submission (refer to the table above for 

more information). See Figure 4.3-3. 
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Figure 4.3-3: Grayed Out Cancel and Change Buttons 

6. Change EFT Example:  

a. Click the Change button to change the submission. Refer to Figure 4.3-2. 

b. A pop-up window appears allowing the user to change the financial information. See 

Figure 4.3-4. 

c. Edit the fields as needed to make the change and then click the Submit button.  
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Figure 4.3-4: Change EFT Pop-Up Window 

d. With successful submission, you will get the message shown in Figure 4.3-5 below. 

Click the Ok button to return to the EFT View Submissions screen where you will see 

the updated status as shown in Figure 4.3-6. 

 

Figure 4.3-5: Request Successfully Submitted 

 

Figure 4.3-6: Changed Record 
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7. Cancel EFT Example:  

a. Click the Cancel button to cancel the submission. Refer to Figure 4.3-2. 

b. A pop-up window will appear as shown in Figure 4.3-7. If you select Yes to cancel the 

request, you will see the updated status on the View Submissions screen as shown in 

Figure 4.3-8. If you select No on the pop-up window, the record will NOT be 

canceled, and you will be returned to the View Submissions screen.  

 

Figure 4.3-7: Cancel Confirmation 

 

Figure 4.3-8: Canceled Record 
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5.0 Maintain RA Delivery Method (EDI 835 or Paper) 

Activities Within the Medi-Cal Rx Finance Portal 

After the user signs in and navigates to the Medi-Cal Rx Finance Portal’s ERA tab, the user will 

have the ability to maintain the format desired (EDI 835 or paper) for their Medi-Cal Rx RAs. If 

the EDI 835 format is not set up for the NPI, the default format of paper is assumed, and the 

paper RA will be mailed to the Pay To address on file with Medi-Cal Rx. A PDF document of 

what was mailed is available for download (refer to Section 6.0). Once approved, the RA format 

chosen may take up to 30 calendar days to take effect in the Medi-Cal Rx checkwrite, 

dependent upon the timing of the update in relation to the phase of the Medi-Cal Rx 

checkwrite cycle. 

1. Set Up ERA. 

2. View ERA Submission. 

3. Cancel ERA. 

5.1 Set Up ERA 

Users with “Finance Portal Full Access” are able to use the Medi-Cal Rx Finance Portal to set up 

ERA for the EDI 835 format. Below are instructions to set up ERA.  

1. Log in to the Medi-Cal Rx Finance Portal by following the steps in the Logging in to the 

Medi-Cal Rx Finance Portal section of this document. 

2. Select the ERA option. There are two sections to fill out. 

a. ERA Provider Information 

b. ERA Submission Information 

3. NPIs that are not associated with a chain are listed in the ERA Provider Information section. 

See Figure 5.1-1. 
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Figure 5.1-1: ERA Provider Information – Not Associated with a Chain 

 

 

• Chain pharmacies can click the View NPIs button 

to view and select from all associated NPIs in the 

ERA Provider Information section. See Figure 5.1-2. 

 

 

Figure 5.1-2: ERA Provider Information – Chains 
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4. Select the Select All link at the top of the left-hand column to select all NPIs or select the 

check box next to one or more individual NPIs for which you want to set up ERA. Note that 

using the Select All link will select all returned NPIs, not only those currently showing on 

the screen. See Figure 5.1-3. 

 

 

• You can use the View Listing button to collapse 

the list and return to the Chain ID. See Figure 5.1-3. 

 

 

Figure 5.1-3: ERA View NPIs Screen 

5. In the ERA Submission Information section, fill out all required fields. These fields are 

indicated by a red asterisk (*) as shown in Figure 5.1-4. 

c. Note: Hovering the mouse over the (?) next to each field will provide guidelines for 

the field. 
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Figure 5.1-4: ERA Submission Information 

6. Click the certification and authorization check box. 

7. Click Submit to submit the ERA request. 

8. If one or more fields are incorrectly entered, the fields turn red, and a Validation Failure 

message appears upon submission. You will need to check the form, make the necessary 

corrections, and then resubmit. 

9. With successful submission, you will get the message shown in Figure 5.1-5. Click the Ok 

button to return to the ERA View Submissions screen as shown in Figure 5.1-6.  

 

Figure 5.1-5: Successful Submission 
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Figure 5.1-6: View Submissions – ERA Tab 

 

 

• Once an ERA request has been submitted, 

approved, and is effective, from the next 

checkwrite cycle forward, your RA will be available 

as EDI 835. However, RAs generated prior to that 

checkwrite cycle will continue to be available as 

PDF files of the mailed paper versions. 

 

5.2 View ERA Submissions 

Users with “Finance Portal Full Access” are able to view the ERA submissions in the View 

Submissions section of the Medi-Cal Rx Finance Portal. The View Submissions screen lists each 

ERA submission and indicates which submissions have been approved or canceled. See 

Figure 5.2-1. 
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Figure 5.2-1: View Submissions – ERA Tab 

5.3 Cancel ERA 

Users with “Finance Portal Full Access” are able to cancel the submission of ERA after they 

have submitted the request. Allow 3-4 business days for an approved cancellation to take 

effect. 

1. Log in to the Medi-Cal Rx Finance Portal by following the steps in the Logging in to the 

Medi-Cal Rx Finance Portal section of this document. 

2. Select the View Submission option. The ERA tab displays a list of submissions that the 

user has permissions to view. 

3. Figure 5.3-1 shows an example View Submissions screen for the cancel request. By 

selecting the radio button in the Submission ID bar (as indicated by the check mark in 

Figure 5.3-1) for any record with an action of SUBMIT and a status of Approved, the Cancel 

button becomes active, and you can cancel the record. 

a. Note: If the Cancel button is grayed out (for example, if the status of the selected 

submission is Rejected), you cannot cancel the submission. 



 

DHCS – Medi-Cal Rx Finance 

Portal Job Aid 
23 01/19/2022 

 

 

Figure 5.3-1: View Submissions Screen – Cancel Button 

4. When you select the Cancel button, a pop-up window will appear as shown in Figure 5.3-2. 

If you select the Yes button to cancel the request, you will see the updated status on the 

View Submissions screen as shown in Figure 5.3-3. If you select the No button on the pop-

up window, the record will NOT be canceled, and you will be returned to the View 

Submissions screen.  

 

Figure 5.3-2: Cancel Confirmation 

 

Figure 5.3-3: Canceled Record 
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6.0 Document Search 

Users with “835 File Access” or “Finance Portal Full Access” are able to search for available files 

and documents under the Document Search section of the Medi-Cal Rx Finance Portal. Below 

are instructions to search and download files and documents. 

1. Log in to the Medi-Cal Rx Finance Portal by following the steps in the Logging in to the 

Medi-Cal Rx Finance Portal section of this document.  

2. Refer to Figure 6.0-1 and use the following steps to search documents. 

a. Select the desired Document Search option.  

i. To search by date, select the Search by Date Range radio button and enter the 

date range. The default date range is the previous six months. 

1. Note: When the Search By Date Range radio button is selected, the Search 

by Check Number option will be disabled. 

ii. To search by number, select the Search by Check Number radio button and 

enter the check number or EFT reference number.  

1. Note: When the Search By Check Number radio button is selected, the 

Search by Date Range option will be disabled. 

b. Select 835 (for the EDI 835) or Remittance Advice (for PDF of mailed RA). 

c. Select NPI or Chain ID. 

 

 

• Select the Chain ID radio button to return search 

results for a chain. See Figure 6.0-1. 

 

d. Select one or more NPIs or Chain IDs from the display list. 

e. Click the Search button.  
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Figure 6.0-1: Document Search 

3. Search results are returned based on the search parameters. The search results displayed 

are documents available for downloading (if any). You can view and download documents 

from the search results. See Figure 6.0-3. 

4. However, if you receive the message “Maximum File Size for Downloading Exceeded,” then 

you must modify the Search by Date Range to reduce the date range of the search. See 

Figure 6.0-2. 
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Figure 6.0-2: Document Search Results Error 

a. You can use the options at the bottom of the search results window to scroll through 

the results list and to determine how many records are displayed per page. You can 

click the column headers in the search results to change the sort order. Note that the 

Ref Date column reflects the payment date. 

b. Click the arrow next to a document to download that individual document, or select 

the Download All files button to download all documents returned by the search as a 

.zip file. Note that selecting this button will download all files in the list, not only in the 

current view. 

c. If the number of files returned in the search exceeds the maximum limit of 5000, then 

you must select Load Next to return additional results and download them. Repeat 

Step 4(b) to download. 

i. Note: The Load Next button will only be present if the number of files exceeds 

5000-file limit. 

d. Follow the on-screen download instructions. 

e. You can print or save the document based on your needs. 
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Figure 6.0-3: Document Search Results 


